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^FORM HR-RM I

(9-1-83)

Hall of Records
Commission

r REQUEST FOR RECORDS RETENTjrN SCHEDULE

To be Submitted to the Records Mat. ement Division

Hall of Records Commission

SCHEDULE ' ' •JC'-*

BT u y
1. Requesting Agency

ACCIDENT FUND

2. Division or Bureau of Requesting Agency

3. Authorization Requested (Check only one of the squares below).

[ Dispose of present accumulation. No
additional accumulation is antici-

pated. Records hove ceased to have value
to warrant retention.

B

X
Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

1 .

1 2'

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records.relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

MINUTES -

Quantity! 6 linear inches
Dates: June 19hl - -

The Accident Fund was separated from the State Industrial Accident
Commission in 19Ulj minutes of the Fund exist from the date of
separation,

RECOMMENDATION: RETAIN PERMANENTLY

COMPENSATION CLAIM FOLDERS

Siee: 6i« x 11"
Quantity? 195 linear feet in storage, 251 letter-size drawers

(total 508 cubic feet)
Dates: January 19U3 - -
File Arrangement! Numerical
Annual Accumulation: 1*0 drawers (60 cubic feet) (Rate i s in -

creasing annually)
Disposable Amount: 80 cubic feet
Audited by: State
Indexed: By year and alphabetically therein

A folder i s prepared for each claim on -which the Accident Fund makes
compensation or medical payment. The following records are contained
in the folder:

Folder - the folder shows the names of the employer and the in-
jured employee, case somber, medical payments and

6. Recommendation
of Hall of Records
and Board of Public
Works.

O
CO
CO

°i:

a. g,

7. Agenpy, Division or Bureau Representative

\
>

snpy, Division or Bui

Signature
TOMft

G' fy -5£
itle Date

Schedule Authorized as Indicated in Col. 6 by Hall of
{Records Commission.

( V w ^ "V
Date Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

/ J»'l I 1 1355 J ? / W ^
Date Secretary
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SCHEDULE
SCHEDULE' HI 8 4 1
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PAGE
NO. 2.

4.
kltem
'No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

C - l
C-2
O-3
SB.C-1Q8 c/30
SLAC-108 c/39
SZKC~$k

compensation payments
Employer's First Report of Injury
Surgeon's Report
Surgeon's Final Report and Bill
Atsard of Compensation
Notice of Claim
Statement of Compensation Paid (Final Settle-
ment Receipt)

3.

Other records which may be included in the folder ares

SI&C-1O8 C/29 Kotice of Hearing
Transcript of Hearing
Medical Reports
Surgeons1 Bills
Druggists* Bills
Correspondence
Records of appeals and Court cases

After the case is closed and the Final Settlement Receipt filed,
there is occasional reference to the file* Experience has ohown
that the records xiave no value ten years after final settlement.
The State Industrial Accident Coxmnission files duplicate those of
the Accident Fund except for payment records and correspondence*
The Accident Commission records are retained permanently. \

Two alphabetical indexes are maintained! one is arranged ac-
cording to the naiae of the claimant, the other according to the
n&ma of the er»ployer# They both show the claim number and the data
of the injury. The recommendation below applies to the Indexes aa
w © U as to the claim folders.

RECOBMENIIiTIOHa . RETAIK FOR TEN YEARS AF?£R FX1&L SETTLEMENT, AND
THEN DESTROY.

LU O

DC OC

O

<3Z

CIAIM LEDGERS
L'OA.»'..

Data ....A:K.J ' 1355Sizot 31^ • x 13°
Qaantltyt hh cubic feet
Dates: 191U - -
File Arrangement: Chronological
Annual Accumulation! hh cubic feet (this rate is increasing

annually)
Audited byi State

Claim Ledgers are maintained in four categories. These ares

Ledger A - Compensation Payments
Ledger B - Kedical Payments
Ledger S — State B&ployees - Compensation and Medical Payments

Permanent Award Ledger - payments made to claimants
who have sustained permanent disabilities, or

a*rT»t*nr
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SCHEDULE
SCHEDULE
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

U.

*•

to their heirs.

Information shotm is the check number, claim number, name of claim-
ant, period covered by check, date of injury, date of check and
amount of check. The check is prepared at the sacs time the ledger
Is posted - the ledger being in fact a ca^>on of the check. The
total payments made each day in each e'+.egory are also posted in
the agency*s Journal and Ledger. The Journal and Ledger are perma-
nent books of account. . . .

Total payments made to each claimant are posted to the claim
docket (See Item 3)»

RECOMMENDATION* RETAIN FOR TEN YEARS AND. THEN DESTROY.

CLAIM DOCKET

Size: 12" x 16«
Quantity! 2 linear feet
Dates: 19U0 : ,
Pile Arrangement t Numerical
Annual Accunulation: U linear inches
Audited by« State
Indexed: Alphabetically - (Index to Claim Folder, Item 1)

This docket shows names of claimant and employer, policy number,
clsia number, date of accident and the total amount paid on the
claim in tiro categories — medical and compensation payments.

RECOffiffiHDATIOH: RETAIN FOR TWENTY-FIVE YEARS, AND THEN DESTROY.

CANCELED CLAIM CHECKS

Size* 3i° x 8i«
Quantity! U8 document drawers and IJU transfiles (30 cubic feet
Dates* 19U3 *• - ^
File Arrangements Chronological i*O - •
Annual Accumulations 2§ cubic feet " -1 i9v;

Disposable Amounts $ cubic feet . i)aic
Audited by: State

Q

tj_J

:=>

CD

O
CO

o

CO

UJ

6.

The canceled checks are necessary for proof of payment for several
years after settlement has been made. Experience has shown that
after ten years there i s no further reference to then,

RECOMMENDATIOH: RETAIN FOR TEN YEARS AND THEN DESTROY.

POLICY FOLDER

Quantity! 100 letter-size drawers (l£0 cubic feet)
Datesi 1911* - -

1;.. .i'frz

t??cr*-;;i?-*
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SCHEDULE
SCHEDULE—

NO. &r_ '1HA
PAGE
NO. JbL

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period. '

6. Recommendation
of Hall of Records
and Board of Public
Works.

File Arrangement! Numerical '
Annual Accumulation* 6 cubic feet
Disposable Amount: ' 6 cubic feet
Audited byi State
Indexedt Alphabetical on U" x 6° cards

A folder i s prepared for each policy holder using the insurance
fac i l i t ies of the Accident Fund; Documents filed in the folder
are l isted belowt

B-3 Application for Insurance
B-23 Payroll Report - submitted semi-annually or annually by t

policy holder; used to compute the premium
Invoice — premium due notice to policy holder - shows

also any credits and balance
Payroll Audit Sheet - work sheet used by the agency

auditors when they make periodic audits of the policy
holders1 books*

Cancellation Order — after cancellation and final audit,
the folder i s placed in the inactive f i l e .

Other records which may be fi led in the folder aret

Joint Election forms - certain types of employment are neces-
sarily covered by the insurance policy* Coverage of the
job classifications i s at the joint discretion of the
employee and the employer* When coverage i s desired by
both parties the joint election form most be fi led id th
the.Accident Fund.

Assignment of Policy
Correspondence
Statistical Information - prepared at the request of the policy

holder regarding claims which are chargeable to the
premium rating*

Folders are placed in the inactive f i l e after the policy has been
canceled and the final audit completed* There i s occasional refer-
ence to the inactive f i l e for a period of ten years*

The alphabetical index shows the policy holder's name, policy
number, address, effective date, and job classification code numbers
covered by the policy* The recommendation below applies to the
index as well as the policy folder*

RECOMENDATIDHi RETAIN WHILE ACTIVE AHD FOR TEN YEARS THFKFAFTIR
AHD THEH DESTROY*

0a« B l l 135:
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SCHEDULp
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PAGE
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4.
I Item
'No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

7.

8.

9.

LEDGER SHEETS - POLICY PREMIUMS

Sizej 9k» x 11"
Quantity!. 12 cubic feet
Dates: 191U
File Arrangement: Numerical
Annual Accumulation» 3 linear inches
Disposable Amounts U cubic feet
Audited by*; State

A ledger sheet is prepared for each policy holder showing policy
number, name, premium payments, credits and balance* Also shown
are the job classification code numbers covered by the policy and
the premium rate in each classification. As sheets are filled,
they are moved to an inactive file and new sheets prepared* Ledger
sheets for canceled policies are placed in the canceled file.

RECOMMENDATION! RETAIN FOR TEN YEARS AFTER POLICY IS CANCELED AND
THEN DESTROY.-

MERIT RATING CARDS

Size: 5" x 8"
Quantity: U drawers (li cubic feet)
Dates: 19£2 - -
File Arrangement: Alphabetical
Annual Accumulations 1 linear foot
Audited by: State

These cards are prep?"**'1 annually, one for each policy holder. They
are used to establish new premium rates according to the policy
holder's experience rating. After the new rating has been estab-
lished, there is very little reference to the cards.

RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY.

DAILY CASH

'»
is-

feet L*?U-

//^uZUs

Form No.: CD-3
Size: 11" x 33!"
Quantity: h cubic
Dates: 1939 - -
File Arrangement: Chronological
Annual Accumulation} 2 linear inches
Disposable Amount: 2 cubic feet
Audited by: State ,

Daily listing of premium receipts and other cash receipts. Receipts
are also posted to permanent books of account. The listing is re-
ferred to for several years for purposes of establishing payment or

00
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FORM HR-RM 1A
(9-I-B3)
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SCHEDULE

NO. £ , ? &&
PAGE
NO. 6.

4.
fern
Jo.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

10.

non-payment by the policy holders*

RECOMMENDATION: RETAIN FOR TEN YEARS AND TEEN DESTROY

ACCOUNTING RECORDS

Quantity8 h dravrers plus 18 linear feet (total 23 cubic feet)
Datesi 19lil •- -
File Arrangement! Chronological
Annual Accumulation* if cubic feet
Disposable Amount« 17 cubic feet
Audited byt State

This item includes all standard accounting forms used by State agen-
cies as supporting data to the final book of entry, ([The final book
of entry is to be retained pensaaentlyy Specifically these support-
ing records ares

Comptroller of the Treasury

Form No*

E-l-S * Distribution of Charges
E-l and B-g Transmittal
DD-1 Certificate of Deposit and Bank Deposit Slip
R-2 (formerly HR-2) Monthly Report of State Funds Collected and

Deposited
Distribution of Unexpended and Obligated Balancjes
Monthly Statement of Balances

Purchasing Bureau tbapartment of Budget and Procurement)

1-A
U7-A
100-16
39-A and UOTA
CF-2
CF-1

27-A
CF-3

26-A
52

51

CO
CO

LU O

Oco

*- 8

Requisition for Supplies
Purchase Order
Out-of-Schedule Requisition for Supplies
Stores Requisition
Copy of Contract Awarded
Capital Fund Requisition for Equipment
Actual Bnergency and Repairs Report
Copy of Contract Awarded .\ I ' f
Copy of Contract Awarded £0 A fv • •
Delivery Invoice ,.t j'ĵ  j j 1;
Notice of Award of Contract
Credit Memorandum ( J/J
Report of Partial Delivery

Budget Bureau (Department of Budget and Procurement)

BB-1 (RevO Formerly BB-1 and BB-2 ...
Budget Schedule Amendment Sheet

» 5H \
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Commission

REQUEST FOR RECORDS RETENTIc.« SCHEDULE
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SCHEDULE
Na

 I I ±K4
PAGE
NO. 7.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

1 1 .

12

B.P, lay. R101
B.P. Inv. R102
B.P. Inv, 6

BB-UO
Budget Form Nos«
1 thru 11

B.P, Inv. 1
B.P. LTV. 2
B.P* Inv* 3

VA-9

RECOU&mTIONi

Report of fixed Assets (Annual)
Report of Vatorials and Supplies (annual)
Materials and Supplies Physical Inventory

(annual)
Request for Position Action

Budget Estimates Fiscal Year (13 pages includ-
ing farm statement)

Stores Record
Equipment Record
Motor Vehicle Record
Memorandum of Adjustment

Others

Vendors Invoices
Bank Deposit Slips
Bank Statements
Bank Deposit Receipts
Canceled Checks
Policy Holders Invoices (Bill Heads)
Cash Receipts - original and 1 copy
Canceled Checks - petty cash
Refund Receipts
Investigators expense Accounts

RETAIN FOR THREE "YEARS OR UNTIL AUDIT, WHICHEVER
IS IATER, AND THEN DESTROY.

FASTER AUTHORIZATION
• v ;

M;

f j * v -

f>(/^zJk

Size* £• x 8"
Quantity! \ cubic foot
Dates: 1953
File Arrangement t Alphabetical
Annual Accumulation * 1 linear inch
Audited by: State

This state-wide form of the Commissioner of Personnel is the Author-
ization for entering the employee's name on the payroll or for mak-
ing any changes in the pay rate. It also shows all pay deductions.

RECOMMENDATION: RETAIN WHILE DEPLOYED AND FDR THREE YEARS AFTER
DATE OF SEPARATION, OR UNTIL AUDITED, TEHICHHTER IS
IATER, AND THEN DESTROY.

ACCOUNTING RECORDS FOR KHICH DISPOSAL HAS BEEN PROVIDED BY A GENERAL
RECORDS RETENTION SCHEDULE.

PAYROLL (Prior to July 1, 1953)* The agency copy of this payroll

o
CO
CO

LU CD
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4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

13«

form is to be retained for five years or until audited, whichever if
later, and then destroyed. (General Schedule No, G-l. Item 1-d, ap-
proved by the Board of Public Works, January 11, 1°5U)«

PAYROLL JOURNAL - The agency copy is to be retained for three years
or until audited, whichever is later and then destroyed. (General
Schedule No, 0-2. Item 1-d, approved by the Board of Public Works,
January 11, 195k).

PAYROLL EXCEPTIONS, Additions and Exceptions - The agency copy is t<
be retained for three yearaor until audited, whichever is later,
and then destroyed. (General Schedule No, G-2, Item 3-b, approved
by the Board of Public Tfarks, January 11, 19£U).

PAY 1SARRANTS - The agency copy ia to be retained for three years or
until audited, whichever is later* and then destroyed, (General
Schedule No, G-3, Item 3, approved by the Board of Public Works,
May 10, 1 9 & ) ,

RECEIVING WARRANTS - The agency copy is to be retained for three
years or until audited, whichever is later, and then destroyed.
(General Schedule No. G-k, Item 3, approved by the Board of Public
Works, May 10, 1 9 & ) .

TRANSMITTAL FORM E-l or E-| (Comptroller of the Treasury Form) is
to ba retained for three years or until audited, whichever is
later and then destroyed. (General Schedule No, G-5>, Item 3,
approved by the Board of Public V7orks, May 10, 195U) •

LEAVE RECORDS

Quantityi 2 cubic feet
Dates* 1920
File Arrangement» Alphabetical
Annual Accumulations 6 l inear inches ^ ; 7" -: ••'• •
Disposable Amount: If cubic foot

Audited bye State

F i l e includes the following recordst

Leave record card - Form SEC 12&-A - standard state-wide form,
prepared annually for each employee

Leave applications
Doctor's cert i f icates

R E C O M E H D A T I D N J RETAIN FOR THREE YEARS OR UNTIL AUDIT, WHICHEVER I S
LATER, AND THEN DESTROY.

C O

Uj o
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

Hi. STATISTICAL PUNCH CARDS

The IBM punch cards prepared and used by the statistical Division
are used in the preparation of the annual report, statistical re-
ports for the actuary and to balance monthly and annual premium
receipts and claim payments. For actuarial purposes the cards are
retained for ten years. The information on the cards is obtained
from source records of the Accident Fund which are maintained for
not less than ten years. The punch cards are therefore considered
non-record within the meaning of the statute governing non-recprd
material (Art. Ul, Sec. 15£, Annotated Code of 1951)•

^ ^ ^
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